Open Records Requests Workflow

Below are the instructions for processing Open Records Requests (ORR) for projects in

ProjectWise.

1. Click on the root folder from which you want to export all subfolders and files.
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_Document Control Log
03_Correspondence
04_Exception Reports
05_Material Certificate Checklist
06_Approved Subcontractors
07_Contractors Performance Reports
08_Estimate (Summary by Project)
10_Progress Schedule Chart - CPM Update Submittal
11_Approved & Requested Change Orders
12_Training Program
13_DBE Plan and Quarterly DBE Participation Reports
14_DBE Truck Hauling Decumentation
15_Erosion Control - Environmental Documents

2. Right-click and select Export.
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17_Traffic Control I
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19_Labor Interviews

23_Encroachment Permits, ROW Agreements, etc.
24_Utility and Railroad Agreements

25_Photo-Video Documentation

26_Pit Releases

27_Pavement Smoothness, Bridge Reports, Steel Cover, etc.
28_Construction Claims (Attorney Client Privilege)

29_Final Package

30_Final Construction As-Built Plans
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3. When prompted, choose “Send to Folder” — Creates unmanaged local copy, then click on Next.

X

Folder Export Wizard
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Welcome to the Folder Export
Wizard

Choose an action to perform
(O Export - Locks all files, changes can be re-mported

I@ Send to Folder - Creates unmanaged local copies I

The Send to Folder option will download unmanaged local
copies of the documents in this folder so they can be sent out
for review.
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4. Click on Browse to browse to a folder location to place the exported files. After selecting the
export location, make sure your settings match the ones below and click on Next.

Folder Export Wizard X
Define the export settings h
Specify an export folder and export settings, and click Next to begin the export. H
Export folder:
. \Users\CD00554 MDesktoy Browse ..
[[] Create subfolders for empty folders

| A Create subfolder for selected folder |
[[] Use folder descriptions as folder names
[[] Copy reference documents into master document folder

[[] Bxport child documerts which are not included in exporting hierarchy to
the special folder.

Browse ...

[~ Update documents to use local paths for references and links

< Back Nexdt > Cancel

5. Exporting of files from ProjectWise to your specified export location begins.

Receiving changes for '322470TOPO.dan’ (8/25)

4,06 MB transferred so far

6. When the exporting of documents completes, click Finish.

7. Navigate to where the files were exported and clean out any files/folders you do not want to be
viewed.

8. Once the ORR is complete, delete the files/folders exported to avoid duplicate files being
available outside ProjectWise.
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